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INTRODUCTION 


The Treasury Board Secretariat has developed this guide to address 
the concerns of Public Service managers who employ or are consid- 
ering employing persons with developmental disabilities, and to 
respond to the employment-related needs of these employees. This 
guide includes practical tips on how to manage and accommodate 
employees with developmental disabilities, some suggestions for 
awareness training, and a list of contact organizations with expertise 
in this field. 


We would like to thank Joy Overtveld of Equity Services and her 
team of consultants for their contribution to this guide. 


Employment equity in the Public Service 


The purpose of employment equity in the Public Service is to improve 
the representation of members of the designated groups (Aboriginal 
peoples, persons with disabilities, persons in a visible minority and 
women). The Treasury Board has removed many barriers to employ- 
ment equity. It is also actively working to create an environment 
conducive to employment and career opportunities for members of 
the designated groups, and for all employees. 


WHAT SHOULD | KNOW ABOUT DEVELOPMENTAL 
DISABILITIES? 


What Is a developmental disability? 


Persons with developmental disabilities may experience slow intellec- 
tual development in areas such as learning, reasoning, and memory. 
Developmental disabilities are caused by conditions that hinder or 
interfere with the developing brain before, during or shortly after birth, 
or in early childhood. In most cases, the precise cause of the 
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disability cannot be identified, although there are clear linkages 

to maternal infections during pregnancy, the consumption of toxic 
substances by the pregnant mother, premature childbirth, infections 
during infancy, and genetic defects. Some developmental 
disabilities are visible, such as Down’s Syndrome, while others 

may not be obvious. 


It is important to understand the distinction between persons with 
developmental disabilities and those with psychiatric or learning 
disabilities. A person with a learning disability may not have any 
intellectual impairment, but may still have trouble assimilating certain 
types of information or may Nave difficulty in some learning environ- 
ments. Psychiatric disability, by contrast, need not imply any delay 
or difficulty in learning, but rather involves a state of mind that may 
interfere with performance on the job. Learning and psychiatric 
disabilities are not usually visible. AS a manager, take the time to 
get to know the person and the nature of his or her disability. 


What types of jobs can a person with a 
developmental disability do? 


Intellectual ability varies widely among people with developmental 
disabilities. These people possess a wide range of skills and have 
functioned successfully in a variety of Public Service work environ- 
ments. Employees with developmental disabilities are performing 
tasks such as filing, data entry, providing courier service, mailroom 
sorting or other work, printing, photocopying and faxing, preparing 
food, cataloguing, and organizing reference and other library 
materials. When screening a job candidate with a developmental 
disability, try to match the individual with tasks that suit his or her 
skills and abilities. 


With appropriate training and support, persons with developmental 
disabilities are dependable, productive and consistent on the job. 
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TIPS FOR MANAGING EMPLOYEES WITH 
DEVELOPMENTAL DISABILITIES 


These practical tips will helo you when you employ or consider 
employing persons with developmental disabilities. By following these 
tips, you will find that most employees with developmental disabilities 
have lower absenteeism and turnover rates and higher safety and 
performance rates than their peers who don’t have disabilities. 


Recruiting 


The best way to recruit qualified candidates with developmental 
disabilities is to contact organizations and agencies that represent 
and provide services to these persons. Your local Association for 
Community Living (ACL) can provide useful information about 
Supported employment programs or sheltered workshops for persons 
with developmental disabilities. Consult your local telephone directory 
or the Canadian Association for Community Living. The Public 
Service Commission may also be able to help you identify suitable 
candidates (see List of Contacts). 


Another way to find suitable candidates is to get in touch with your 
provincial department of education or local boards of education. 
Schools that have special education programs or classes often 
arrange work experience placements for students who are in their 
final years of secondary education. 


Interviewing 


The traditional verbal interview provides a way for potential job candi- 
dates to sell their skills and abilities. Yet, persons with developmental 
disabilities often lack the confidence and communication skills to do 
this effectively. An alternative way of assessing the abilities of these 
individuals is through physical demonstrations or trial work periods. 
Most sources of referrals can provide suggestions about interviewing, 
trial work periods, and practical demonstrations. 
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Sometimes, an advocate or trainer will be present when you interview 
a candidate with a developmental disability. This support person can 
assist you in interpreting the individual’s responses to your questions, 
and prompt him or her for further responses. Unless agreed upon 
otherwise, address your questions and comments to the candidate. 

If you hire the candidate, the advocate or trainer can help you and 
the new employee complete the necessary paperwork. 


Job accommodation 


Job accommodation means providing technical aids or making 
adjustments to the workplace environment and its procedures. It also 
means providing social or organizational accommodations, such as 
job modifications or flexible scheduling. Permitting people with devel- 
opmental disabilities to work flexible hours or make other arrange- 
ments that are appropriate ensures they have access to employment. 
This is similar to providing automatic doors or ramps for people who 
use a wheelchair. | 


The Treasury Board policy on Provision of Services for Employees 
with Disabilities defines “reasonable accommodation” as any adjust- 
ment necessary to ensure that no individual competes at a disadvan- 
tage for employment opportunities or is blocked from carrying out 
the essential components of a job because of a disability. Such 
accommodation is reasonable when it does not impose “undue 
hardship” on the employer. Public Service managers should keep 
this definition in mind when considering how best to accommodate 
employees with developmental disabilities. 


Here are some suggestions for accommodating persons with 
developmental disabilities: 


Provide adequate supervision — The amount of supervision 
employees with developmental disabilities require varies according to 
their learning abilities and the complexity of their jobs. In most cases, 
a job coach is necessary during the initial stage of employment. A job 
coach is someone who provides on-the-job training and support for 
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the person with a developmental disability. (Government-funded 
non-profit agencies provide this service.) If a job coach is required, 
it is important to provide adequate space at the work station for 
two people. As the new employee becomes more proficient and 
confident, the job coach gradually reduces the amount of time he 
or she spends at the workplace. Eventually the employee is working 
independently under the supervision of the employer. 


It may be helpful to designate a staff person to act as a “mentor” 
because the person with a developmental disability may need 
someone to turn to for guidance from time to time. Usually the 
mentor is the employee’s supervisor, so long as this is a good match. 
The employee may also benefit from working with a colleague who 
has the skills and motivation to provide such assistance. 


Modify work hours to suit stamina — Some employees with 
developmental disabilities have lower stamina and may perform 
better with a reduced workday. In addition, these employees may 
benefit from being able to travel to and from work at times outside 
the traditional rush hours. Persons with developmental disabilities 
often find transitions difficult to handle, and may take longer to adapt 
than other employees. Consequently, if possible, avoid re-organizing 
the employee’s work schedule and environment. This can be an 
advantage to the unit’s efficiency and productivity. 


Structure schedules — Help employees structure time. Post on 

a schedule a chronological list of job duties for the workday. If the 
person has difficulty with reading and comprehension, an illustration 
board can be used. Pictorial and audio prompts can remind the 
person throughout the workday of successive tasks. If the jobs vary 
depending on the supervisor’s instructions, it may be helpful to use 
a schedule noting work, break and lunch times. Try to establish and 
stick to a routine schedule. 


Organize the work station — Situate the employee in a work station 
where he or she is integrated with co-workers, rather than in an 
isolated work area. This allows the employee with a developmental 
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disability to benefit from the work model set by other staff. Further, 
the employee can boost the morale of the entire staff. The experi- 
ence draws employees together in developing a positive and 
productive workplace. 


As some people with developmental disabilities stop working when 
distractions or interruptions occur, having a co-worker nearby to help 
them pick up where they left off is helpful. Incorporating distractions 
or interruptions into the training process will help you and the 
employee deal with these situations better. 


Provide visual or auditory prompts — Many individuals with devel- 
opmental disabilities have limited reading and memory skills and need 
orientation and navigation aids to help them do their jobs. Arrange 
work materials in the order they will be used. All signage should be 
placed as closely as possible to the physical area to which they apply 
and should include both symbols and words that are easily under- 
stood. Colour-coded mail slots, file tabs, notebooks and post-it notes 
are helpful visual reminders. Alarm clocks and timers are useful in 
reminding employees of scheduling requirements. Telephone 
recorders can be used to record information from conversations, as 
can cassette recorders for instructions from supervisors. Computers 
can be equipped with visually oriented software such as Windows 

or voice output software. 


Organize job tasks — Remove, restructure or re-assign aspects of 
the job according to necessity. Many people with developmental 
disabilities have difficulties with learning and remembering, so try to 
divide tasks into a series of less complicated sub tasks to simplify 
the job and improve productivity. If the employee has impaired 
speech or is unilingual, you might, after consultation with her or him, 
remove the aspects of the job that rely heavily on verbal communica- 
tion and re-assign them to someone else. 


Consider health and safety risks — Follow the general safety 
precautions you would for any other employee. Ensure that 
emergency equipment and evacuation routes are clearly identified 
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and that a “buddy” system is in place to assist employees with 
disabilities should an emergency arise. 


integrating the employee 


Awareness training for your staff — You may find that many of your 
staff have had little or no contact with persons with developmental 
disabilities. It is useful to offer short training and awareness sessions 
to address the misconceptions, fears and barriers facing the 
employee with a developmental disability. Equipping your staff with 
this type of information can help ensure the employee with a devel- 
opmental disability is integrated into your work unit smoothly. Some 
of the organizations that offer awareness training can be found in the 
List of Contacts at the back of the guide. 


Get to know the person, and help him or her join the team — 
Individuals with developmental disabilities have very different skill 
mixes, personalities, and preferences. All new employees need to 
feel comfortable. The best way you can ensure they are is to treat 
everyone the same way as much as possible. Promote positive 
interaction between all your employees, including those with 
developmental disabilities. You may wish to make this part of 
each employee’s evaluation. 


Managing performance 


Communication requires good listening and observation skills. It 
also requires giving clear instruction or direction. Even if he or she 
has a job coach, listen to and talk directly to the new employee with 
a developmental disability. If necessary, repeat the information in a 
different way, and allow extra time for the person to assimilate the 
message. Explain tasks in concrete, rather than abstract language. 
If the person cannot read, give the instructions verbally, and/or on 
cassette. As the employee is the best source of information about 
personal accommodation, ask her or him what is needed to do the 
job successfully. 
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Remind employees with developmental disabilities regularly what is 
expected of them in the workplace. Hold them accountable for work 
through ongoing performance review. Help them feel comfortable 
coming to their Supervisor for advice. | 


If the employee with a developmental disability takes longer to learn a 
skill, do not assume that he or she is incapable of mastering it. She or 
he is as sensitive and responsive to your unspoken attitudes, percep- 
tions and judgments as you are of others’ impressions about you. 


Evaluation — Appraise the work of an employee with a develop- 
mental disability just as you would that of anyone else. If you send 
out performance charts to all employees each month, send one to 
this employee, too. If necessary, read and explain the performance 
chart to the employee with a developmental disability. It will show this 
employee that his or her work matters and is being monitored along 
with that of the rest of the staff. ) 


Performance feedback should be specific. Explaining how the 
employee completed each task successfully is much better than 
simply stating “You did a good job.” If work is unsatisfactory, 
offer constructive criticism and corrective advice aS Soon as you 
recognize the problem. If you are uncomfortable dealing with 
behaviour that you have not encountered before, enlist the aid of 
a job coach from a supported employment agency to ensure you 
can communicate effectively with the employee. 


Termination — |f you have followed these tips and laid the ground- 
work when you recruit, you will rarely have to dismiss employees with 
developmental disabilities. If termination is required, invite a personal 
representative of the employee to join in the discussion. Explain both 
the employee’s strengths and weaknesses and refer to performance 
evaluations to present areas where improvement is necessary. This 
will help the person in her or his next position. 
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WHERE T0 GO AND WHOM TO ASK 
FOR MORE INFORMATION 


List of contacts 
Information to be completed by those using this guide. 


Departmental Employment Equity Coordinator 
Usually part of the personnel branch, the coordinator collects 
data on the performance and status of employment equity 
in your department. This person can assist in establishing 
programs and selecting and recruiting candidates. 


Name and Number: 


Public Service Commission 
Under the Special Measures Initiatives Program, the Diversity 
Management Directorate provides information on how to help 
persons with developmental disabilities. 


Diversity Management Directorate 
Room B2048, 20th Floor 

300 Laurier Ave. West 
L’Esplanade Laurier, West Tower 
Ottawa, Ontario | 

K1A OM7 

Tel.: (613) 992-4824 
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Employee Assistance Program (EAP) 
This is a voluntary, confidential counselling, advisory and 
information service. The EAP can help with any personal 
problem that affects your family life, your work life, or your 
general well-being. For more information, contact the EAP 
coordinator in your personnel division. 


Name and number: 


Canadian Association for Community Living, National Office 
4700 Keele St., Kinsmen Building 
North York, Ontario 
M3J: TP3 
Tel.: (416) 661-9611 


There are 10 provincial and two territorial centres and numerous 
local chapters in municipalities across Canada. They can provide 
information about various developmental disabilities, as well as 
practical advice on solving problems. They offer training and 
awareness seminars, and are an excellent source for referral of 
potential job candidates. 


Your regional number: 


10 
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Names and numbers of persons with whom your employees 
with developmental disabilities may have developed a working 
relationship: 


Employee: 
Contacts: ia 
oO. 
Employee: 
Contacts: tH 
Ge 


Additional references 


(Please add names and numbers for these resources in 
your community) 


Local supported employment agencies 
Self-help groups 


Vocational rehabilitation services 
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